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1. Reference is sate to paragraph 1. 7. (2) of SandboolciHHHi 
regarding the reassignment actions involving transfers of staff 
employees to or from unvouch* red fund*. 

2, Under the procedure outlined is the shove mentioned paragraph, 
the psyrolllng offices receive Fora W«b, Employees' s Withholding 
Exemption Certificate, only in instances there the exemption 
status of the esployee has changed froa that shown on the Fora W-4 
.presently on file la the payrolling office froa whose rolls the 
employee is being draped. Therefore, in order to obtain the tax 
code m all other transfers, it is necessary for the psgrrolliag 
office to whose rolls the employee is being transferred to 
request each information by telephone froa the other pay rolling 
office. Consequently, inaccurate tax deductions have been aade 

in sons instances which should have hesn avoided and the records of 
the currant payrolling office of the employee are Incomplete as 
a fora W-h la not in it* file. 

$• this matter has been discussed hy a m raker of the Technical 
Accounting Staff of this Office with a representative of your 
staff and it was eoncl^e^ha^a revision should he aede of 
paragraph 1. T. (2) substantially as set forth 

below in order to correct the present difficulty. 

When preparing requests for veuobsred-imvouc he red personnel 
action*, Requesting Offices should follow the instructions 
provided above, far "vouchered" requests. In addition, in 
Item A, Remarks, Requesting Offices should type a notation 
exactly as follows; 


’’transfer TO Vouchers* funds FROM Confidential Funds" 


or, if appropriate, 

"transfer TO Confidential funds FROM Vouchers* funds'* 


la actions of this type, the Requesting Office shall obtain froa 
the employee, in all instances, a new fora W-A, Employee's 
Withholding Exemption Certificate. This fora shall be trans- 
mitted to the Personnel Office with the SF-52. 
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